Outlook 2007

Linking to Your Network Email Account

4. The following screen will display after you click Next:

Add New E-mail Account FX|

When you log into Outlook 2007 for the first time, you will go
through the following sequence of screens:

Online search for your server settings...

Outlook 2007 Startup

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish netwark connection

Outlook 2007 Startup
" Search for testacct@sxavier.edu server settings

Welcome ta the Outlook 2007 Startup Wizard, which will guide you through the
process of configuring Outlook 2007, ' /' Logonto server

E’g} ‘our e-mail account is successfully configured

[[IManually configure server settings
;
1. Click the NEXT button. Lo J (el
Account Configuration 5 5. Once the screen indicates that you e-mail account is successfully

configured, as pictured above, click Finish. Your screen should
now look like the screen pictured below:

E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or -
other E-mail server. Would you like to configure an E-mail account? Edt Mew Go Toelr Actoms  Help
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If you originally logged onto the computer using your own user ﬁ:’“’

id and password, Outlook will try to pull your email address and e )
password into the corresponding fields on the next screen: Waltng ta vosste s tower, T3 Canmedted ta Miosot Exchangt -

Add New E-mail Account

uto Account Setup ‘ . 6. Click the OK button to install Windows Desktop Search. This is the
et e Ry iamtaniaga bt technology which enables instant search on your computer. If
this component has been previously installed on your computer,

fourneme |2 T —— this dialog box will not appear.

E-mail Address: testacct@xavier,edu .
Exanple: barbara@contoso.com If you download the software now, you will need to restart Out-

look in order for Instant Search to function. We are not going to
take the time to restart Outlook now, since we will not use this
[[<pack J[ met> | [ concel ] feature during this training session.

[IManually configure server settings or additional server types

- Ifyour email address is correctly displayed in the E-mail Ad- If you don't enable Instant Search, you can still search but search
dress field, click the Next button. If the email address that is performance and functionality will be limited.
displayed is incorrect, or the field is blank, enter the e-mail
address and password that you use for your Portal email on the
screen as pictured below and click Next.

' Example: Barbara Sankavic
E-mail Address:  |testacct@xavier.edu | Now you are ready to get started
Example: barbara@contoso.com " "
working in Outlook 2007!

Password: | |

Retype Password: | |

Type the password your Internet service provider has given you,

[CImanually configure server settings or additional server types
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